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GUIDE TO APPLYING FOR 
EDUCATIONAL EMPLOYMENT 



I. Advance Preparation 

Before starting to look for a position, the ap- 
plicant needs to make a general appraisal of his 
job prospects and prepare himself with the doc- 
uments and credentials he will need in making 
an application. 

Appraising job prospects 

The following are some points to check in 
appraising job prospects: 

• Availability of jobs. At present, teacher 
vacancies tend to be localized by geo- 
graphical region, type of area (metropoli- 
tan vs. small town), and field of special- 
ization. A >plicants should acquaint tfiem- 
selves with the general availability of va- 
cancies and plan accordingly. 

• Certification requirements. Requirements 
for teacher certification vary from state 
to state. Applicants should check iheir 
present certification status against the re- 
quirements of the state or states where 
they would like to teach. Information on 
certification requirements can be obtain- 
ed from State Departments of Education. 

• Salary ranges, Teachfer salaries vary among 
different regions of the country and also 
among different school systems within the 
same state. Applicants will want to be 
aware of the levei of salaries and other re- 
lated economic conditions in communities 
where they are thinking of teaching. 

Preparation of documents and credentials 

Applicants should prepare in advance to fur- 
nish information and references regarding them- 
selves and their qualifications. 

• Academic credentials. Recent graduates 
may need to submit to prospective em- 
ployers a transcript of their college grades* 
Graduating students who are planning to 
teach should check with the Registrar's 
Office or placement service of their col- 
leges to find out about procedures for 
having transcripts forwarded. 



• Resume, AH applicants will need to pro- 
vide prospective employers with a resume 
summarizing personal data, educational his- 
tory, employment experience, and other 
information about themselves. A resume 
may also be needed in registering with 
placement services and will be a helpful 
reference sheet for the applicant himself 
to use if asked to f;Il out an application 
form. The appropriate form and contents 
for a resume are discussed in detail in 
Section III of this booklet. Resumes 
should be prepared in advance and dupli- 
cated in sufficient quantity to cover the 
applicant's need for copies. 

• References. Applicants will also be re- 
quired to provide employers with refer- 
ences from persons who can testify to 
their character and professional compe- 
tence. There are two ways in which this is 
usuaily done. One is throu^ the placement 
service of the college or university from 
which the applicant has graduated. Grad- 
uating students should check with their 
college placement services about proce- 
dures for filing references. Experienced 
teachers who wish to use their college 
placement files should update them with 
the addition of more recent references. 
References to go on file should be re- 
quested well in advance of the need for 
them. 

The other way for an applicant to provide 
references is to give the names of appro- 
priate persons to his prospective employ- 
er, who can then get in touch with these 
persons to obtain references. Applicants 
should be prepared to provide employers 
with the following information about ref- 
erences: name, title, institution, address, 
and telephone number. It is both courte- 
ous and practical to request permission 
before giving someone's name as a ref- 
erence. 

Letters of request for references should 
identify the applicant; explain his career 
plans, including both the type of position 
he is seeking and his reason for seeking 
such a position (the reason he wishes to 



move, in the case of an experienced 
teacher seeking a new position); summa- 
rize any recent professional activities 
which may be unknown to the addressee; 
and request cither a reference to be sub- 
mitted for the applicant's file or permis- 
sion to give the addressee's name as a ref- 
erence. 

When applying for positions, applicants 
should be prepared with four references, 
at least three of whom should be persons 
qualified to judge their professional com- 
petence. Recent graduates will want refer- 
ences from their college professors and 
advisers. Experienced teachers will need 
references from professional colleagues, 
supervisors, and former employers. In ad- 
dition to professional references, appli- 
cants may be asked or may wish to pro- 
vide personal ref-rences. A pastor, priest, 
or rabbi, or a family doctor, neighbor, or 
family friend would be an appropriate 
personal reference. Relatives should not 
be used as references. 

II. Locating Vacancies 

A number of agencies exist from which 
teacher applicants may obtain assistance in lo- 
cating positions for which to apply. The type of 
service offered by these agencies varies greatly. 
Some will do most of the work of job-hunting 
for the applicant; others will provide only names 
and addresses of possible employers and the ap- 
plicant must follow up on his own. In general, 
more comprehensive placement services require 
the payment of iarger fees, while simple infor- 
mation services are available at little cr no cost. 

• College and University Placement Services. 
Many colleges and universities maintain 
placement services for the use ci their grad- 
uates. These m..y be used by both new 
graduates looking for a first position and 
experienced teachers seeking a change. 

• State Education Associations. A number 
of state education associations provide in- 
formation about teaching vacancies in the 
state, either for their members or for all 
interested applicants. The type of services 
offered varies from state to state, ranging 



from full-scale placement services to a sim- 
ple listmg o! vacancies. A fee is sometimes 
charged for these services. 

• State Departments of Education. Another 
possible source of information about va- 
cancies in the state where the applicant 
wishes to teach is the State Department of 
Education. Some State Departments also 
provide placement services, for which a 
fee may be charged. 

• Federal and State Government Employ- 
ment Agencies. The United States Depart- 
ment of Labor operates the United States 
Employment Service with offices in states 
and cities throughout the country from 
which it is possible to obtain information 
and assistance in seeking professional em- 
ployment in education. Applicants should 
call in person at the local office of the 
area where they wish to teach in order to 
register for placement or referral. There is 
no charge for this service. Some state gov- 
ernments operate similar services with of- 
fices in different parts of the state» which 
provide information about positions; 
some also offer placement services. 

• Direct inquiry. Applicants may also find 
out about vacancies by writing or tele- 
phoning directly to the personnel officcjc 
of the school system in which they are in- 
terested in teaching. A letter is preferable 
and may be combined with a letter of ap- 
plication. 

CAUTION. Private commercial agencies exist 
which advertise that they will place teachers. 
These agencies often charge exorbitant fees, and 
applicants arc advised to investigate such ser- 
vices thoroughly before using them. 

The National Education Association does not 
provide placement services. 

HI. Making a Formal Application 

Application procedures normally include three 
parts: a letter of application, a resume, and a per- 
sonal interview. Various additional procedures, 
such as the completion of a i application form, 
arc sometimes required by 5.chool systems. 



Letter of Application 

Kxccpt in unusual cases, the correct way to 
to apply for a professional position in education 
IS by means of a formal letter of application. 
ITiis letter need only consist of a few brief para- 
graphs, in which the applicant should state the 
following: 

• Specify the position for which he is ap- 
plying (or the type of position in which 
he is interested if it is a letter of inquiry 
as well.) ^ 

• Identify briefly who he is and why he is 
interacted in the position. 

• Makt ii formal request to be considered 
for the position, stating that a resume is 
enclosed, and offering to provide ad- 
ditional information and to come for a 
personal interview, including the dates 
and/or .^mes when he is available for in- 
terview. 

• Politely request an early reply. 

Prospective employers are interested in the 
form as well as the contents of letters of appli- 
cation. Some of the things employers look for 
in readmg applicants* letters include the follow- 
ing: 

• Plain white stationery, x ir\ with 
the applicant's address engraved, printed, 
or typewritten at the top. 

• Correct business-letter style. 

• Neat typing without erasures on a machine 
with clean type and a fresh ribbon. 

• Brief and to the point (1 page maximum). 

• Grammatically correct, but natural and 
unstilted English. 

• Correct spelling and punctuation. 

Resume 

The purpose of a resume is to provide pro- 
spective employers with a clear, succinct sum- 
mary of the applicant's background and quali- 
fications. A resume must always be submitted 
with a letter of application; but, as indicated 
elsewhere in this booklet, the applicant will 
find It useful to have copies of his resume avail- 
able for other purposes as well. 

A resume should consist of no more than one 
m X 11" typewritten page. The most effec 
tive form of presentation is a simple listing of 
information under appropriate headings. As in 



the letter of application, cori<;ct spelling and 
neat typing are expected. Since the applicant 
will need several copies of his resume, he should 
arrange to have it duplicated; xeroxography or 
a similar photocopying process is preferable to 
the use of carbon copies. 

A resume should present the following infor- 
mation Under headings as indicated: 

Name: 

Permanent address: 
Temporary address: 
Home telephone: 
Business telephone: 

Position desired: 



Personal data 
Date of birth: 
Place of birth: 
Citizenship: 
Height: 
Weight: 



Health: (indicate physi- 
cal limitations) 

Marital status' 

Occupation vse: 

Number ami ^ 
children: 

Draft status: 



Education 

High schools and colleges or universities at- 
tended should be lifted, either in chronological 
order, beginning with the first high school at- 
tended, or in reverse chronological order, begin- 
ning with the institution attended most recently, 
together with the following details: 

High schools: Name and location; years of at- 
tendance; date of graduation. 
Colleges and universities: Name and location; 
years of attendance: degree and year re- 
ceived; academic honors; major and minor 
fields of study. 
Recent graduates should include their grade 
point average. Teachers who have recently 
undertaken graduate course work which has not 
yet led to a degree should indicate the courses 
taken, semester hours of credit, and grades re- 
ceived. 

It is not necessary to include elementary 
schools attended. 

Student teaching experience (recent graduates 
only): level, subject, length of time, and 
grade received. 

Certification status: type of certification and 
where valid. 



Employment experience 

Previous positions held should be listed, 
starting with the most recent, together with the 
following details: name and address of employer; 
years of service; position held; summary de- 
scription of responsibilities; name and title of 
immediate supervisor. 

Except in the case of recent graduates, it is 
not necessary to include temporary summer em- 
ployment, unless the type of experience is rele- 
vant to a career in education. 

Military service: branch, rank, dates of active 
duty, decorations, discharge; type of ex- 
perience if relevant to teaching career. 

Activities 

Any activities relevant to a professional 
career in education should be listed, such as 
membership in professional and community 
organizations and offices held; publications; 
foreign language skills; other specialized train- 
ing and skills; travel experience; and recrea- 
tional interests. 

References 

Either list references, giving name, title, in- 
stitution, address, and telephone number for 
each, or include a statement that references 
**will be furnished on request." 

Personal interview 

The purpose of a personal interview is to 
bring together the teacher and his prospective 
employer or supervisor so that they can find out 
about each other. The applicant should there- 
fore go to his interview prepared to answer ques- 
tions about himself and to ask questions about 
the school system, the sc.iool. and the position 
in which he hopes to teach. The applicant 
should also take along a copy of his resume, 
even though he has submitted if with his letter 
of application, in case it is needed. In addition, 
he should have a pocket-size notebook and pen 
to Write down anything of importance the inter- 
viewer tells him. 

Some of the things the interviewer will prob- 
ably look for in forming an opinion of the ap- 
plicant include the following: 

• Appcarancc-ncat dress and grooming. 



• Msmncrisms-ncrvous habits create a bad 
impression, as do chewing gum and smokii^ 

• Speech -articulate, good English; clear 
pronunciation without mumbling or hesi' 
tating. 

• Personality -balance between self-confi- 
dence and modesty; able both to talk and 
to listen. 

• Frankness-straightforwardness in answer* 
ing questions, acknowledging areas of 
strength and weakness in qualifications. 

• Professional attitude-sincere interest in 
teaching, the school* and the position. 

• Special qualities that wouid make an effec- 
tive teacher in the position. 

ITie interview also piovides an opportunity 
for the applicant to raise any questions he may 
have and» if the interviewer is the principal of 
the school in which he would be teaching* to 
form an impression of the person who would be 
his immediate supervisor. Some things the ap- 
plicant may want to find out about, directly or 
indirectly, include: 

• Details of the position-regular duties, ex- 
tra duties included, operating procedures 
of the school. 

• Employment policies of the school sys- 
tem-salary schedule, fringe benefts (re- 
tirement, insurance, leave, etc.); tenure 
policy; relations with teachers association 
and whether a professional negotiation 
agreement exists. 

• Professional opportunities in the com- 
munity -professional association, profes- 
sional growth opportunities, inservice train- 
ing program, opportunity for further col- 
lege or university study.. 

• School-community relations-home back- 
ground of pupiU, attitude of parents to 
school and interest in education, relations 
with business community. 

• Educational philosophy of principal and 
school— over- all educational aims, attitude 
to pupils (discipline, student activities, stu- 
dent freedoms and restrictions), attitude 
to innovation, opportunity for teacher 
initiative.. 

• Bersonality of piincipal— easy to communi- 
cate with, capable of giving clear direction, 
flexibility and willingness to allow teacher 



independence, interest in subordii 
sense of humor. 



It IS also advuable for the applicant, when 
being interviewed, to try to see as much as he 
can of the school whtrc he would be teaching 
and. If possible, to meet with some of the teaciV 
ers. especially those teaching in the same grade 
or subject as himself with whom he would be 
working. lUs will provide additional, first hand 
impressions that may be of help in assessing the 
suitabil:ty of the position. 

At the close of the inte, -jew. the applicant 
will need to find out about the next stvps to be 
takon on bis appi cation. Sometimes a verbal 
agreement about employment is reached at the 
mterwew itself. In r ther cases, the applicant may 
be expected to get in touch with the school sys- 
tem If he is intcrc^ed in the position; or. al- 
ternatively, the employer may plan to notify 

f„r,.''''''w^"' his application 

further. Whatever the case, the applicant shouid 
make sure that he unders'ands the arrangement 
so that he wiO know both his own responsibi'^ies 
and what to expect from the school system. 

IV. Follow-up 

After the interview, the apnJicant may find 
himself m any one of several situations. In each 
case, there is an appropriate course of action for 
hi.-n to follow. 

Wailing to hear from (he school system 

If Che applicant is waiting to hear from the 
school system and does not receive word within 
a reasonable period of time, he may write a fol- 
low-up letter asking for a decision abo..t his ap- 
plication. 'Tjii letter should: 

• Identify the applicant and the positior. 
for which he is applying 

• Recall the interview. 
Reaffirm interest in the position. 
Request further word about his employ, 
ment. ' 



If the apphcant has a particular reason why 
he must make a decision about his future very 
soon, he might include a brief explanation of 



In response to such a follow-up letter, the ap- 
plicant may receive a formal offer of employ- 
ment, to which he should respond with his 
written acceptance, as described below. How- 
ever, it is the part of prudence for an applicant to 
realize that continued silence from a prospec- 
tive employer is as likely to mean that his ap- 
plication has been rejected as that it is still under 
consideration. Applicants who find themselves 
in this situation should certainly follow up if 
they are seriously interested in the position, 
but they would also be wise to devote attention 
to their other prospects for employment. 

Letting the school system know 

If the applicant has .agreed to get in touch 
with the school system, he should do so as soon 
as possible after the interview. If he allows more 
than a week or 10 days to pass, he may find 
that someone else has been employed to fill the 
vacancy. His response should be in writing and 
will be similar to the follow-up letter described 
above. It should: 

• Identify the applicant and the position for 
which he is applying. 

• Recap the interview. 

• Afilrm a definite interest in the position. 

• Request a decision about his application. 

Confirming acceptance of employment 

If the applicant has verbally accepted the 
position at his interview, he will need to con- 
firm his acceptance in writing. This should be 
done as soon as possible after the interview. 
Probably he will have received from the school 
system soon after the interview a written con- 
firmation of the offer, to which he should re- 
spond with his letter of acceptance. 

If the applicant has received from the school 
system after his interview a written offer of em- 
ployment, whether or not in response to an in- 
quiry of his own, he will also need to respond 
with a formal written acceptance. 

Such letters should state the following: 

• Acceptance of the offer, specifying the 
position accepted. 

• The time and place at which the applicant 
will report to assume his duties. 

• The expected salary for the specified 
school year. 



• Agrccmcni wilh any olhcr rcquircmcnis 
specified in ihe offer of employment 

• Appreciation for ihe consideration re- 
ceived. 

Declining an offer of employment 

It may sometimes happen that an applicant 
decides to refuse a position he has been offered, 
either because he has received another more 
desirable offer, because his personal plans have 
changed, or because after consideration he does 
not feel he is suited to the position. His refusal 
should be in vvriting and sent to the school sys- 
tem as promptly as possible. ITic letter should 
include the following: 

• Appreciation for the offer of employment 

• A courteous refusal of the offer 

• A brief explanation of the reason for de- 
clining. 

Regardless of how events develop following 
the interview, it is always necessary for the ap- 
plicant to provide the school system in which 
he will be teaching with a formal, written ac- 
ceptance of employment. Until the apphcant 
has written, signed, and mailed his letter of ac- 
ceptance, he cannot regard his search for a posi- 
tion as complete. 



PROFESSIONAL ETHICS IN JOB HUNTING 

In applying for and accepting positions, 
teachers are obligated to adhere to the best 
standards of professional ethics. Some specific 
applications to teachers who are seeking new 
positions include the following: 

, • Sanctions. As a matter of professional 

conscience, a teacher should try to avoid 
accepting a position in a school system 
under sanction by the state or national 
professional association for improper edu- 
cational practice. Information about sanc- 
tions is published in the NEA Reporter 
and may also be obtained from local, 
state or national associations, 

• Legitimate vacancies. A teacher should 
not apply for a specific position unless he 
knows that it is legitimately vacant, nor 



should he accept the position of a teacher 
who has been unjustly dismissed. Appli- 
cants should consult with the local asso- 
ciation about vacancies in which they are 
interested. 

• Other applicants. When applying for a 
position, a teacher should not derogate, 
criticize, or comment adversely on other 
applicants with whom he is in competi- 
tion. 

• Good faith, A teacher should not accept a 
position unless he definitely intends to 
fill it. Applicants should consider care- 
fully before deciding to accept a posi- 
tion, rather than accept the first offer 
they receive, only to resign when they re- 
ceive a more attractive offer. It is improp- 
er for a teacher to continue looking for a 
better position after he has already for- 
mally accepted an offer. 

• Adequate notice. .After accepting a new 
position, a teacher is obligated to notify 
his present employer as promptly as pos- 
sible that he is no longer available for 
continued service. 

In general, it is advisable for all teachers to 
keep themselves familiar with the Code of 
Ethics of the Teaching Profession, as adopted 
by the NEA Representative Assembly, and to 
consult with their local, state, or national pro- 
fessional association if they h avc questions 
about its application in specific cases. 



